
 
 
ADRIS FAQs 
 

1. How do I find the payment request that I just entered?  
 

2. Where is the “apply” button on the Payment Request Management Screen 
(to apply the current search filter)? 

 
3. How do I get back to the initial or home screen? 

 
4. Why can’t I switch back and forth between docket numbers on a payment 

request, like the users guide says that I can? 
 

5. I don’t have the “add a leg” button for mileage on the Expenses tab. How 
do I add my mileage? 

 
6. I entered the wrong session type. How do I correct it? 
 
7. I entered the wrong case type. How do I correct it? 

 
8. How do I delete a payment request that was submitted but has the 

incorrect docket number (has a status of “submitted”, not “drafted”)? 
 

9. How do I expand the screen size so I can see everything? 
 

10. Where can I see a summary of the information that I entered on a 
payment request? 

 
11. Can I print a report of the payment requests that I have submitted? 

 
 
 



1. How do I find the payment request that I just entered? 
 
To find a payment request that you have “drafted” (started, but not submitted) in 
order to complete and submit it: 
 
Click on the Payment Requests link at the top of the home screen, or the 
“Review Existing Requests” link in the Payment Requests box. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will be brought to the Payment Request Management Screen. The default 
setting for this screen is set to display any requests that are in “drafted” status. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

  



To access and edit a request that is in “drafted” status, click in the “view” link 
located to the right of the request that you would like to edit: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will be brought to the “edit payment request screen”. From here you can 
enter any remaining information and submit the request.  
 
You can click on the tabs located within the yellow bar, or click on the “save and 
proceed to next step” button to access the appropriate area. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

  



To find a payment request that you have submitted for payment (to review it or 
just to make sure it was truly submitted): 
 
Click on the Payment Requests link at the top of the home screen, or the 
“Review Existing Requests” link in the Payment Requests box. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You will be brought to the Payment Request Management Screen. Click on the 
down arrow in the status selection box. Next, click on “submitted”. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

  



Enter an appropriate date range in the “From” and “To” boxes. You can click on 
the calendar icons to select the dates.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on “Apply”. See FAQ 2 if you can not find the “apply” button. Any payment 
requests that have a status of “submitted” for the date range selected will be 
displayed. 
 
Hint: if the payment request(s) you are looking for is not displayed, it may have a 
different status; for example, it may have already been “approved’. Try selecting 
“All Request Statuses” for the date range entered, and then click apply again.  
 

  



2. Where is the “apply” button on the Payment Request Management 
Screen (to review my payment requests)? 
 
The apply button is located to the right of the “filter” boxes.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you cannot see it on your screen, you may need to enlarge your window to “full 
size”, or you can try zooming out, or a combination of the two.  
 
If you are using Internet Explorer 9 and are experiencing problems, we 
recommend downloading the free Firefox web browser and using that instead. 
 
 
3. How do I get back to the initial or home screen? 
 
Click on the “ADRIS” logo in the top left corner of any screen to return to the 
home page. 
 
 

  

  



4. Why can’t I switch back and forth between docket numbers on a payment 
request, like the users guide says that I can? 
 
You need to enter all of the required mediation details for each docket number 
before ADRIS will allow you to switch between docket numbers on a payment 
request.  
 
 
5. I don’t have the “add a leg” button for mileage on the Expenses tab. How 
do I add my mileage? 
 
The “add a leg” button on the expenses tab does not show up when using 
Internet Explorer 9. Download and install the free Firefox web browser and the 
problem should be solved.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



6. I entered the wrong session type. How do I correct it? 
 
Navigate back to the “General” tab by clicking on it and change the session type 
to the correct one.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once you have made your correction, either click on the “save and proceed to 
next step” button or any of the other tabs to proceed. 
 
7. I entered the wrong case type. How do I correct it? 
 
If you haven’t entered the session type yet, you can click on the down arrow next 
to case type and make the correction.  
 
 
 
 
 
 
 
 
 
 
 
 
 
If you have entered the session type, docket number(s), or navigated from the 
“General” tab (proceeded to the next step), you must remove the docket 
number(s) from the current payment request and start a new one. There is no 
way to change the case type once you have entered the session type or 
navigated from the “General” tab.  
 
If you try to start another payment request before removing the docket number(s) 
first, you will get a message stating that you already have submitted a payment 
request for that docket number. ADRIS will not allow you to start multiple 
payment requests for a mediation session.  
 

 

 



 
 
 
8. How do I delete a payment request that was submitted but has the 
incorrect docket number (has a status of “submitted”, not “drafted”)? 
 
A payment request currently can’t be deleted. If you need to make a correction 
on a request that has already been submitted (or “locked”), contact an AOC 
administrator to set it back to “drafted” (or “unlocked”).  
 
For a payment request with just one docket number (e.g. Family Matter), you will 
need to remove the docket number and then abandon the payment request, 
leaving it in “drafted” status indefinitely. Start a new payment request using the 
correct docket number.  
 
For a payment request with multiple docket numbers (e.g. small claims or 
foreclosure full day) you will then need to remove the incorrect docket number 
from the payment request and enter the correct one.  
 
 
9. How do I expand the screen size so I can see everything? 
 
This varies depending on your computer type (PC or Mac), operating system 
(Windows XP, Windows 7, Mac OS X, etc.), and web browser (Internet Explorer, 
Safari, etc.). However, usually you will have a button that will maximize or 
enlarge the window, or you can “grab” a corner of the window and drag it to make 
it larger.  
 
Start with expanding the window, then try zooming out (by selecting “view” on the 
browser toolbar and then “zoom out”). If you are still unable to see everything, 
you may want to try adjusting the screen resolution for your screen/monitor. 



10. Where can I see a summary of the information that I entered on a 
payment request? 
 
A summary of a payment request can be viewed in the summary field that exists 
at the bottom of the Payment Request Management screen. To display the field: 
 
Click on the very small arrow located toward the bottom of the screen (your 
cursor will likely change to a hand when you point to the arrow) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This will expose the Summary field.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
‘ 
To enlarge this field to see even more information, place your cursor on the white 
line just above the field (your cursor will change to an = with an arrow pointing up 
and one pointing down), then click and drag the line up.  
 
 
 

 

 



To populate information in the summary field, click on the payment ID number of 
the payment you would like to review.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The summary information will populate for that specific request. Note: you may 
have to expand the field more to see all of the available information. To see the 
information for a different payment request, click on the ID number for that 
request. 
 

 



11. Can I print a report of the payment requests that I have submitted? 
 
Yes. First, go to the Payment Request Management screen and apply a search 
for the submitted requests (change the filter from “drafted” to “submitted” and 
click “apply”. You may also enter a date range if you prefer).  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once the data you a looking for is loaded, click on the red pdf icon located to the 
right of the search filter boxes.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This will download a report of the payment requests displayed on the screen. 
You can either choose to save the download or view and print it. The report will 
look similar to the one on the next page.  

 

 



 

 


